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MALY2E AN OCCUPATION 



Prerequl8lt(3S ; ' NONE 



Directions: * ♦ ' • 

1. Read the Introduction , . . 

2. Decide whether you wish to ^take the' option of completing Learning 
Experience VII, or of completing ^the module. To help you decider 

a. Study 'the Performance Objectives on* following' page. 

/' • ' ' " ■ » * ■ 

b. Read the Introduction on page h\ ' ' ' 

c*. If you decide • to go directly to Learning Experience VII, and 

, . complete it successfully, proceed to' the next module. * CHECK 

WITH YOUR RESOURCE PERSON. i 

A • • . ^ 

d. If you decide to go directly to Ijearning Exj^erience VII and 
, do not complete it successfully, turn to the next page. 

* * . 

3. Youi* resource person is available to assist you while you are 
progressing through the module. . ) . 
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IREPERPfCES, EQUIBMENT AND/OR MrfTERIALS 
• 'NEEDED TO COMPLETE WIS MODULE 



1. Bollinger, Elroy W./ Trade Analysis and Course Organization / 

New York: Pitman Publishing Corp.,,1955. ^" ^ ^ 

2; Pile of ^completed occupational anaOyses (Check with your resource person), 

■ " , , ^ • • . ■ 

3)., -Plryklund, Verne C., Occupational Analysis and Procedures ^/ 
New York: The Bruce Publlshidg Co. , 1970. / 

If. Mager, Robert P. and Beach, Jr., Kenneth ^j.. Developing Vocational ■ 
^ Instruction . Palo Alto: Fe^on Pub3.ishers, I967. 

5. uis. Department of Labor. Bureau of Employment Security. Training- and 
Reference Manual foe .Job^^Afialysls^ BES No.'^-S. Washington: 
, U.S. Printing Office^965. 

6« U.S. Department of^ Labo^ Dictloncury of Occupational Titles, Vols.. I 
& II ' Woshin^on: U.S. povernment Printing Office, ^1965"; 
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PERFORMANCE OBJECTIVES. 



With the aid of various resource persons^sf^.g, , advisory group members, 
employees), and an out-of-date occt^pation^;! analysis report, you will analyze 
specific phases of the occupatlpfiyo^j^lon to teach students • . Your competency 
will be assessed by your res^lrc/^erson, using the evaluation forms contained 



in the module . ' 

^ You will develop the ability to: 
1* Write a plan for* conducting on occupational analysis. 

2. Develop a complete list, of job titles for the occupation 
^ being analyzed. 

3. Involve resource/pereons- in setting up and conducting an 
analysis. * 

Interview emoEdoyees"t'o detemirie tasks perfpnned and tools 
and equipmenll used in an occupation. 

5. Observe employees on the jc^b to determine tasks perfornied 
and toals and eq,uipment used in an occupation. ' 

6. Synthei^ze for one job title of an occupational area the 
• ta^Jks and knowledge, needed for instructional purposes, 

usj^ng collected data and introspection analysis. 




7. Conduct an ahalysSrs^f one job title ip an occupation with 
which you ore familiar, using a combination of introspection 
.analysis, interviev; and observation. 



( 
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. • "introduction ' ' 

Ability'to analyze an occupation will erjable you to identify and label 
the essential elements of an occupation. Since occupations change frequently 
due to techndiogical advances, occupational analyses must be mcide to keep 
instruction up to date. ' ^ . 

^ In^noDQt cases Jrou will be 'mohd^ng an occupational analysis to update arf ^ 
' existing analysis. This module is designed to aid you to analyze a specific- 
occupation, with the aid ^ resource people and existing occupationol 
analyses. ^ . 

You will.learn^o recognize the various kinds of content that will be 
needed and fefie kinds of abilities that will be required of a student as he 
progresses in preparatory training. Such things as technical knowledge, * 
manipulative and' technical skills, and the understanding of pertinent 
related information and hox7 to apply it to the vocation will be analyzed. 
In addition, techniques such as interviews, use of ■'tesoiCrce persons -and 
observation will be used, in collecting the necessary information. 

In 8>ummarj^, this module will prepare you to plan for an occupational 
analysis and make any analysis of at least 'one Job title within jour 
occupational specialty. ' . 
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READ 



LEARNING EXPERIENCE I 
Refer to Objective l) 



.Your first learaing experience is designed to aid you to 
develop a plan for conducting an occupational analysis. ^ 
Your develope(^ plan must include -the procedures you will 
use for tabulating the collected data, and the validation 
technic^ues you will use.' 

Information Sheet for Learnirig Experience I on page-lU. 
and 

Training and Reference Manual f pr 'job Analysis ; BES' 

No. E-^. Washington: U.S. Government Printing Office.' 

1965. 



OUTLINE Identify in writing the procedures you will us^ in con*- 

ductlng your ocbupational analysis. . This outline will 
be a detailed guide and should include; (l) Occupation' - 
* to be analyzed (?) sources of informatiop, (3) ty^es of 
people to be used in validating information (4) sample 
. data collection forms and techniques to be used. 



Optional LearningijBxperlenCi6 . 

DISCUSS Discuss the procedures for planning an 

'occupational .analysis with an experienced 
teacher. ^ Outline in writing a plan of 
* ' .attack based da the discussions. 



SELF- 
EVALUATE 



Evaluate yourself V coiapietlng the selP^administered ' 
test gn page 17. If ^ok cannot answer all the. quest ions, 
ask your resource persoa for assistance. 



' #32,33 



ERIC 



LEARNHra EXmiENCE II 
(Refer to Objective 2) 



,your second learning experience is designed to aid you 
to, identify Job titles within an occupation. Your 
identification should include only key Job titles. - 



piformation Sheet for Learning Experience IX on page l8. 



Using two of your peers with experience in the otfc.upa- 
t ion you selected tp analyze and the Dictionary pf, 
Occupational Titles^ list the^Job titles for the 
occupation y,ou have selected. With this information, 
update the out-of-date analysis you selected. 



Optional Learning Experience - " 

^ ■ * 

IDENTIFY Identify key Job titles within the occupation 
' b^ing analyzed from two business or indxus- 
tri&l firms which agree to , participate^ in 
your analysis. Make ah appointment with the 
respective personnel managers for a personals 
int^view to ^determine the Job titles asso- 
ciated with each firm/ Compile the lists, of 
Job titles from thQ.*two firi£s and verify them 
with' thfe Dictionary of Occupatiorial Titles. 
Update the out-of-date analysis you selected 
to use.' 



At this .time briefly 'review yp^xr progress to date; if 'yo^i ' 

ha^e any ^questions discuss thteu with ybur* resource person. 

If you chave no questions proceed with Learning Experience IH. 



/ 



^^^^^^ 

^ • ■■ 

.• * J 


■ • ■ • \ ■ ■ ■ ^ ■ ' 

■ . . \ -v; ; .■ . 

learnino'experience^iii V ' 

(Refer" to Objective 3) \' ' • * 


, r 
* 


* * - 


^ ■ • • \ ■ ■ 

This learning experience is designed to\as8ist you to 
make effective use of resource persons sVch as advisory 
• jdommiiitee members , enqployers and employees in arranging 
for an occupational analysis. 

Additional readings on the overall purpose and procedures 
of an occupational analysis will be helpful at this -time. 


- 


READ 

<» 


^ Bollinger, Elroy W. and Weaver, Gilbert. G., Ti*a<3e Analysis 
and Course Organization, New York: Pitman Publishing Co., 
1955, pp.12-25. 

_t * 


- 




Mager, Robert F. and- Beach, Kenneth M. Develo]ping 
'Vocational Instruction. Palo Alto: Pearon Publishers, 
1967, pp. 1-25. V 

» * 




. SELECT 

• 


• 

^ Select one Job title from the occupational analysis you 
'have begun to update and write the' Job description for it. 

(Use Dictionary of Occupational Titles). You will coir)-. 

plete the next step for this ^ob title. 

' * . "•■ * 




IDENTIFY 

• 


Determine ttie specific types of persons in the community 
who could assist you In developing th^e ejialysis for the ^ 
selected Job'title, and the typie of assistance you would 
expect to get from them. Use your developed plan as a 
guide. Explain in detail how you plan to contact these 
people and get them invplved. ' 




SELF- 
- . ' EVALUATE 


' ' •■ L - . " " . . 

• Check your progr^oa by completing the checklist on pagb • 
20. If you can answer yes to all the questions, proceed 
to the next learning experience. If not, reviev; this 
experience and redo the work required. • , 

p ■ \ 




» 
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lEiyWflNG EXPERIENCE IV 
\ (Refer to- Objective k) . . • 

You have planned your analysis and are now ready to start 
collecting data. During this learning experience you will 
develop expertise in conducting an interview flor the pur- 
pose of obtaining occupational data from employees and 
employers. You will obtain and record data to supplement 
data from an existing puialysis. 



STUDY 



Study an occupational analysis report from one of those 
'given oh page 15 or from one assigned by your resource 
person. 



READ 



PryKlund, Verne C. ^ Occupational Analysis -and PJrocedures . 
New York: The Bruce Publishing Co., 1970, pp. 57-1^^5. , ' 

Information Sheet for Learning Experience IV on page 21. 



INTERVIEW Select one of your peers to role play an employer and 
one to role play on employee in a specific Occupation. 
4 Using the sanqple occupation^ analysis you've selected; 
identify one Job ti'tle to be updated by interview. 
Interview the employee, and then validate this interview 
with the employer. Record your information on a pre- .* ^ 
planned form. 



i^:-' Optional Learning l^perience 



INTER VIEV7 



Select and iAterview an employee in ap 
occupation ^of. your choice. Obtain infor- 
mation from this person to update the tasks 
for his particular J(ib title. 



SEU?- 

SvaRjate 



Revlev7,your progress by answering the questions .qn the 
checklist on page 23. If you answered yes to iAie 
questions, proceed with Learning Experience V. If not, 
conduct another interviev; and recheck yourself . 
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LEARNING E3CEERIENCE V 
(Refer to (Jjjective 5) 



V Haying trifed one technique for obtaining occupational 

• «. ' ' . performetnce <lata, you are re$dy to ijse the observa1n.on 

' A methpd.' . You will identify what to observe and how to 

X observe for maximum rgsults, > The recorded data fi'om 

/X . your observg^tion will supplement data from an existing 

\. occiq)ational analysis. * ' : 

■,. ^- / t ' . - ; 

STUDY Sample Occupational Analysis you selected. 



) 

REVIEW Reading assi^hmept for Learning Experience IV. 

OBSERVE VoBtain permission to observe for one day an on-the-Jdb 
-employee with the. Jpb title you selected.' Record your 
observation and use data to update existing' occupational 
- aiiaiysis. . . ' * ' ' 



SELF- • ' . ' 

EVALUATE Use the checklist for Learning Experience ,V on page 2k 

to assess your progress. ! If you aftswerela yes tc all the 
*: questions, proceed, to Learning Experience VI. If not, . ^ 
schedule another: observation session. Du/ing this ^session 
. suppljsment your observation with an interview. . 




READ 



LEARNING EXPERIENCE VI 
(Refer to Objective 6) 



Now that you hjave colltected data for /an occupationjil 
'analysis, youy are ready to complete the analysis. Yoy. 
will synthesize and expand the occupationa'l analysis by 
introspect ioA analysis . ; • 



Bollinger, Elroy W. Trade Analysis 'and Course grg^mization 
New York: Pitman Publishing Corp*, 1955, K>. 58-100. 

Optional • ^ ^ , 

Fryklund, Verne C. Occupational Analysis and Procedures . 
New York: Th^' Bruce Publisj;iing Co. , 1970, pp. 1^^7-155. , 



DEVELOP 



SELF^ 
EVALUATE 



Using data collected for the Job title'' in Learning Exper- 
ience V, technical resources, and your ability to' analyze 
and synthesize, write a Report on one- Job title within an 
occupation. The repont should include the following: ^ 

1. Tasks requH^ed to perform the operation. - ^ 

2.. Tools and equipment used. - ^ J- 

Related information needed. 

p^rtance aiid frequency of performance of each 
k performed. , , 




Complete the evaluation form for Learning Experience VI 
on page 25. .You^wiU jiow schedule a meeting with your 
resource person to decide cooperatively whether you are 
rteady to proceed with Learning Experience VII. 
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LEARNING EXI^IENCE VII* 
(Refer to Objective 7) 



WRITE 



This last learnine experience is desigijed to assess 'your 
ability to plan and. conduct an occupational analysis. 
You will bef expected to select and update one occupational 
analysis from those given on pages 15 and l6. You will 
write a report which will include: ^ 

NOTE: If' you have completed experiences 1-6 begin with 
item #3! 

1. . A plan for conducting an dccupational analysis for 

the selected occupation, 

2. Identification and validation of Job titles in the 
occupation to be analyzed. 

3. Complete analysis of one selected Job title in the 
occupation. ' , ^ 

NOTE: ^f you have completed learning experiences 1-6, 
select another Job title for thia final learning 
experience. The analysis of the selected Job title 
will include:* 



a. Interviews with and observation of employees jand 
employer \o, collect data on t&s}cs performed/ 
their ftrequeney of performance, and equipment 

• used by persons with the Job title. 

b. Syntheais of the above detta in' a fbrm that can 
be used fpr instructional planning. 

c. identification of related irifoi'mation needed to 
teach tasks identified. 



SELF- ' * , 

EVALUATE . Complete the following self -^evaluation forms or checklists: 

1. Learning Expierience I - self- test page 17 

2. Learning Experience III Checklist page 20 

3. Leaxning Experience IV -- Checklist page 2-3 
U. Learning Experience V>- Checklist page 2h ^ 

5# . Learning Experience VI — Evaluation form page 25 ' 



EVALUATE 



Your resource person <*ill assess your competency, using the 
evaluation forms contained in the module. 



^♦This experience may t)e c6mpleted first in order to receive credit for 
the module witjftout completing the other six experiences? 
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SUPPLEMENTAL MATERIALS 



16 



INFORMATION §HEET FOR LEARNING EXEHRIENC& I 
Planning an- Occupational Analysis 



deter- 



In outlining pitans for an occupation survey, a teacher should first 
minelwhat information is already available on the occupation/ Nearly alj 
^ occupations that a. teacher will 1)e teaching* have be^ analyzed before; there-*- 
fdre, most teaclfers will be involved , in up^ting an'^ existing analysis. In 
making plans to update an existing ahalysi^ or 'complete a new one, the teacher 
will ijieed to; 

i ' . _ • .... 

' \. ^Determine the best, method or methods for collecting data on the 

particular occupation he ia analyzing. The best' source of p 
information is the experienced person on the job"*. Dpta can b,e 
coll^ected from him by: ' ^ . 

a. Mailecl Questionnaires. The questionnaire: technique 
(normally not u^ed by the individual teacher) requests 
the ))erson on the job to'describei his job in his own - ' 
words. The individual is asked to identifV the tasks ^ , 
Tie actually performs fmd to list the materials, tools 
a^d/or equipment used. ' - ^ ^ ^ 

, Checklist. The checklist contaijns a llstihg of tasks ^ 
believed to describe a job. The list is based, upon 
information obtained from existing analyses and/or 
job procedural or technical publications and job ' 
descriptions. ^ . ' y 

Interview. Individual interviews are conducted with 
representative workers in an occupation, usually away 
from the work situation. i?he information is recorded 



■ J 

on a form. # 
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d. \ Observation. T^iis methoa involves the recording of data 
while observing workers engaged. in the occupation. This 
method may be combined .wim^in In tfer^v^^ that is; it ' 
may involve observiiSg^amd intiefryiewing a worker actively 
engaged in his work'^ttties' pn the job. . • 

2, Use introspection analysis/ which involves examining the task« for 
an occupation in light p^* one's own work 'experience within'an * 
occfupation. 

Whatever method is used, it/is important that the teacher know specifically 
what information he is see/irig, and ^at he have a pre-planned form for 
.recording* it. Examples, o^ forms kre given in the following references: 

1. Mager, Robert f/ .and Beach, Kenneth M. * Developing Vocational 

# . 

Instrijction, p. 13. 

■ • " ■ . -i ' ■ . ■ ^ . ' 

2. Fryklund, -Verne C. Occupational Axjialysls; Techniques and 
Procedures , p. 95-96. ^ 

Start 'your plan now by selecting, the occupation you plan to analyze. 
SEE PAGE 15 for examples of completed analyses. Select one of these, analyses to 
to update. At this tfme refer back to Learning Experience I and proceed aa 
directed. - ' . 
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d. ObsarvatJLon. This methjera involves the recording^^of data 
while observing v^c^ers engaged in the occupation. This 
method may b^combined with an interview; that is, it 
may i^olve observing and -interviewing a worker aqtive*ly 
engaged in his work duties on the job. * - " 

^. Use introspection analysis^ which invojLves examining the tasks for 
^n occupation in light of one's own work experience within an 
occupation. • , 

•Whatever method is used, it is important that the teacher know specifically 
what information lie is 'seeking, and that he have a pre-planned form for 
_ recording it. Examples of forms are given in the following references: 

1. Mager, Robert F.-and Beach, Kenneth M. ' Developing Vocational ' 
Jtruction, p^*. 13 . , . . 

2 . / Fryklund , Vernd C . Occupational Analysis ; /.Techniques and 

Procedures, p. 95*-9o. r • - * « 

•Start your plan now by- selecting the occupation you plan to analyze. 

' ■. • * " I * • * ' ■ 

SEE PAGE 15 for examples of- completed analyses. Select ^ne of these analyses to 

*• ' " - 

to update* At this titne refer back to Learning Experience I and prx)eeed as 
directed. ' " 
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SAMPLE OCCUMTIONAL MALYSES--L^AM EXPERIENCE I 

1. An Analysis' of the Cooking Trade . Jlommercial Catalog No. L39-1U63. 
Ottawa: The Queen's Printer, 19^.' 

^2 - ' An Analysis of the Industrial Electrical Trade . Catalog No/ L39-2l6i+. 
Ottawa: Queen's Printer, 196^1. / ' . ^ 

3. An Analysis of the Industrial- -ZnstrumeAtatlon Trade . Catalog No. 
L39-23B5- Ottawa: Queen's Printer, 1964. ' 

^. An Analysis of the Industi^jal Mechanical Trade (Millwright) . Catalog 
" No. 139-2064. Ottawa: Q^ieen's Printer, 19^. 

5. An.Aiaalysis of the Mot o«/^ Vehicle gepair Trade— Body Division^ . Catalog' 
No. L39-y5S. Ottawa: ;^ueen's Printer, 195b. - 

o. An Analysj.s of the Motor Vehicle Repair Trade----Mfechanlcal ,. Catalog 

No. 139-664., Ottawa: Queen's Printer, 1964. 7 ^ /• 

7. • An Analysis of the^ Painting and -Decorating Trade . Cat)alog No. L39-1063. 
Ottawa: Queen's Printer, 1963. - . 

.8. An Analysis of the Plastering Trade . Catalog No.^ I^39-'^6l. Ottawa: 

Queen's Printer 196I. . . ^ ^ 



9. An Anal^s of 'the Refrigeration ^d^Air Conditlofiing .Ttade . Catalog 
No. L39-1763. Ottawa: Queen's Printer, 1963. '^-->' ~ 
^ ■ ■ ' .'. ■ ^ • '■/ ■ 

10. An Analysis of Residential Oil Buroj^r BlnstalJ^sri^ion Servicing . . Catalog 
No. 139-1962. Ottawa: Qu4en's Printer, 1962. T 

U. An Analysis of the >6heet Metal Trjad'e . y^^Qatalog NOi L39-758. Ottawa: 
Queen's Printer, 1958. % 

12. >> An Analysis of ,the Tooltnaklng Trade . Catalog No. L39-1563. Ottawa: 

Queen's Printer, I963. ■ ' . , . 

13. An Analysis -of Warm Air Heating and Air Conditioning Installq;blon and 
Servicing . Catalog No, L39-2264: Ottavia> Queen's Printer, 1965.^ 

14. BcLkajni^, WiJ^iig^ A. and others. Identification of Task and Knowledge 
Clusters Associated with Performance of Major Types ofvBaildlng Trades 
Work . Report No. 7 of Contract OEC-5-a5-109,^ U.S. Office of . Education. 
Pullman: Washington State University, December,* 1966. ERIC ED Olp 858. 

15. Drake, William E. and Tom, Frederick K. T. Entry Occupations in Off -Farm 
Agricultural Occupations in New York State . Ithaca: Department of , , 
Education, C^nell University, I968. -ERIC ED^ Q2k 808. 

' #32,33 '• . 15 .. , 
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16. Ertel, Kenneth A. Identification of Majtor Tasks Performed by 
Merchandizing Employees Working In >Three Standard Industrial Classiflr- 
cations _of Retail Establishments . Jfoscow: University 'of Idaho/ December, 

q 1966. ERIC ED 010 657. - * 

17. Fine, S. A. Job Analysis* of RiysicaT Therapist to Develop Curriculum 
Material for an Aide I^aining Fro gram ] Final Report No. HSR-RP-63/19, 
prepared for the- Michigan Department of Health. McLean: Human Sciences 
Research, Inc. I963. 

18 » Huffman, Harry, and others. A Taxonomy of Office Activities for Business 
and Office Education . A Report pf Grant No. OEG-1-7-07123-5134, iTS^ 
Office of Education, Columbus: The Center for Vocational and^ Technical 
Education,^ The Ohio State University, I968. . ^ ^ 

' 19* Long, Gilbert A. Clusters of Tasks Performed by Vfjashington State Farm 
Operators Engaged in Five Types of Agricultural Production: ^ Grain, 
Dairy^ Forestry, Livestock, Poulfery, Hoj^ticulture, General Farming . 
• Final Report No, 27, Pullman: Washington State University, 1968. 

20. Love, Edwin Laxnar. ^ An Analysis of Job Titles, and' of Competencieg Needed 
. in Off "Form AgricuituraJL Occupations in Pen^sylvanjia^ Ann Arbor: 

University Microfilms, Inc., 1966. ' ~ 

21. Parkins, Edwaxd A*,, Jr., Byrd, F. Rose, and Roley, Dennis E. Clusters 
of Tasks Aflsofciated with Performance of Major l^pes pf Office Work . 

^ • .' Final Report No, 14 to U.S. Office of Education. Pullman: wiihington - 
State University, I968. 

22. Rahhlow, Harold F.-, and Kiehn, Shit- ley.' -'' A Svirvey euid Analysis of Major 
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•^-Repc^fe^No . 15 to U.S. Office of Education. Pullman: Washington State 
Uni verity, 1967. . ^ 
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^LEARNING EXPERIENCE I— -SELF-TEST 



1. Define- ''occupational analysis".. Check your answer by reviewing ycW 
reading assignments. 



2. Identify and explain three methods for collecting occupatiolial analysis 

♦ data. 

^a. 

• b. ' ^ ^ 

I ■ . ' ■ ■ ■ 

3. Identify the steps to use in analyzing an occupation that has been, 
analyzed before. - * 



What is the purpose of analyzing an occupation?- 



5.* Doe§ your completed plan* include; 



a. 
b. 
c. 

d. 

-e. 



Identification of occupation to be analyzed 

Source of information on the occupation 

Techniques to be used in collecting and- 

validating information 

Data cpUection f ojms 

Types pf people to be used in validating 

information 



^ YES 



r I 




11=3 ^ . 



/ 



^Revlevryour answers with one of your peers. If you have any.questiqhs about 
your answers, check witKr your resource person before proceeding with the 
next Learning E>j:perlenc<e. * 
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INFORMATION SHEET PGR LEARNING EXPERIENCE II 



Identify Job Titles 



Key job titles for an occupational area are those within a ^iven i-ndustry or 
occupationaa area for which substantial emplpynjent opportunities are available 
and/or anticipated. Examples of key job titles within six vocational areas are 
as follows: 

11/ ■ 



Agriculture 

Occupational Field:- Ornamental Horticulture 
Sample titles: * 

Key iot; ; ' ^ J 

Nursery operator 
Or^nhouse propagator 
Landscape designer 
Greenskeeper 
Florist 
Etc. 

Business 

Occupational Field: Steno-Secretarial 

Sample titles: 
Key job:* 

General secretary 

Legal secretary 

Stenographer 

Medical secretary 

Etc . 

' Distributive Education 

Occupational Field: Marketing 

Sample titles: 
Key job: 

Driver salesman 

ReaX estate salesman 

Insurance salesman 

General salesm^ 

Etc. 



Home ^Economlcs 

Occupational Field: Food Service 

Sample titles: 
Key job: 

Pantryman -s andw ichman 

Short order cook 
J Cook 

' School cafeteria gook 
Kitchen supervisor 
Etc . 

Trade and Industrial 
« 

Occupational Field: Electricity- 
Electronics 

Sample titles: 
Key job: 

Electrician . ^ " 

Electrical repairman 

Electrical cL|)pilance servicemen 

Electronics technician 

Electronics assembly 
' Etc. 

Health Education ^ 
Occupational Field: Nursing 

S^ple key: 

J6b titles: 

Registered Nurse 
Licensed Practical Nurse 
Nurse Aide ^ 
Orderly 
Etc • 
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Identification of Job t;Ltlfes f pr an occupatio'hal area helps tp' identify 
the tasks performed by workers within an occupation. * Information on job titles 
may be obtained ftrom reports of county or statewide manpofwer svirveys by the 
state depetrtment of enrpioyraent security • However, -in some cases employment, 
service data may be incomplete and/or certain Job titles may be lost under 
different categories; e.g,,\a- "seed-feed-fertllizer salesman" working for an 
agricultural supply cooJ)erative may be listed as a "r^tair clerk" . Under ''such 
conditions, it may T^e necessary to obtain Job information from a trade or 
business association or a committee of representatives from one or more 
industries. " • 

You will have a list of .Job titles with which to begin in the occupational 
analysis you have selected to update.. .While checking the Job titles for your 
occupational analysis, you m^ discover that the names given for the same Job 
description are different.. For this reason the Dictionary of Occupational 
Titles should be consulted to insure that the Job titles used are correct. 
It is permissible to use regional Job titles names, but it will help to cross 
reference them with the .correct D.O^T. ^ames. However, keep in mind that new 
Job titles now being used in an occupational area may not be included in the 
D.O.T. 
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LEARNING EXPERIENCE III—CHECKEIST 



* Directions ; Read each question carefully and check the YES or NO block to 
the right olf*it * 



1; J5id jrou include resourizrr' j^eople who have^the authority to 
^ aUow you. to conduct \ajn occupational analysis in their 
businQs6^ or industry? 



YES m 

□ □ 



2. Did you include resource people with expiertise in rH r~] 
occupation you .wish to analyze? r / ^'f'' - ' I I LJ 



^ 3* * Did you identify in c 
' resource person? 



etp^il how you plan to^^tilize each . |~j |~| 



4. Did you identify a variety of persons who can provide ^ ■ ^ ~| — i 
you with information on facets of the occupation? ' [ | 1 I 

5. Do ydu feel confident in working wi;Wi the people you Fn rn 
have identified? , ^ \ « I — I ! | 



* Acceptable level of jperformance.. will be a "Yes" answer* to All questions. 
If you answered "No" to any questiorjV contact your resource »peri3on for 
/ Quggestions. . Ml 
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INIX)Rpa'ION SHEET FOR LEAftNUjl? EXPERIENCE IV ' • ^ 
Writing Task S#&teoients ^ - , 

The Job didfecijription you \#rote iri Learnin|| IScj^drience III des^ibes the 
job- title in -^n^ral terms ^-b.ut it does not provide details ftr^om vrtiich to 
determine program offeringis. The 'fnetxt step in occupational, analysis to be ^ 
used for determining program of f eringa is to develop' a lis t of. tasks a 
person performs within his joh title. Tl\e task statement is recognized as 
the basic, organizational and training unit for all educational activities. 
Listing of ^11 tasks. for a Job 'title serves as a form ot fnventoiy Of 

the^performance refquired of a person in a spepifj^c Job title. The t^tsk 

• ' ■ • . - *' ' . * 

statement provides tfie smarting point from vjhich an educator can identify 
the elements of- an occupation that should be taught. % ^ 

. ■ ■■ i ^ " ' t . . . 

' An'dctivity qualifier as A task if ^t: ^ . 

1> Has a purpose of Its oy/n. ^ ; 

2. Requires several specific steps in its performance;- ^ ^ 

^ ■ 3- Begins with an action verb. . ^ 

In Leotning E>/p^riences IV and V you wilf be using two tephniques, 
inte^^view and observation^ to identify tasks to enable you to update the 
tas^ list On the odcupationial analysis you 'selectjed. - In order for you to - 
dp this, it is important that you understand vhat a task statement is. 

Sample task Dtatements and their position in the occupational analyois 
ore given on the following page, . ' 
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■ TASK STATEMENT SHOWN IN HaSSPEGTIVE 



OCCUPATION 



Production 
. Aigriculture 



Food- Service 



Meclianics 



Nurs ing 



Office 
dccupatipns 



Marketing 



EJ^mple 
JOB TITLE ' 



Dairy Farmer 



Short Order 
Cook' 



Auto 
Mechanic 



Nur^e 
Aide 



General ^ 
Secretary 



Retail 

Sales 

Clerk 



Example . 



Milk . 
Production 



Food ' 
.Preparation 



Electrical 

System 

Service 



Room 
Service 



Filing 



Selling 



Example 



Milk cows 



Prepare 
Jianiburger 



Trauble- 
shoots 
charging . 
circuit • 



Change 
bed • 
linens 



Prepare 
Cprrespon- 
dence file 



Close a 
sale 



STEPS 



1. Move cows 
into stalls 

2. Clean 
udder 

3. Place 
milker on # * 
udder 

Purge 
system 
5. Etc. 



i^O^irnon 

griJLl • ' . 
2 .Fry 
hamburger 
pat tie 
3. Heat, roli 
U.Etc, ' 



1. Check 
resistance: 
in circuit 
.2; Checks 
voltage • 
setting ^ 
3.Chepks . 
amgerage 
setting^. 
U.Etc. 



I'.Re- 
move 
stalled 
linen 

2. Rotate 
mattress 

3. Bosi- 
•don 
clean 
•sheet on 
bed ' \. 
U.Tuck 

sbeets . 
5.Elic. 



l;Label file 
folders in . 
alphabetical 
^ order 

2. Place 
letters in 
order in ' 
file 

3. Etc. ' 



1. Check 
with cus 
tomer 

2. Ring 
amount* 
32Make 
change 
U^Fill 
receipt 
5. Etc. 



up' 



out 
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TASK STATEMENT SHOWN .IN EERSFEGTIVE 



Production 
Agriculture' 



Dairy* Farmer 



Food Service 



Short Order 
Cook 



Mechanics 



Auto"^ 
Mechanic 



Nursj-ng 



Nurse 
Aide 



Qffice- 
Occupations 



General 
Secretary 



^jarketing 



Retail 

Sales 

cierk 



Electricity 

• ■ 



Construction 
Electrician 



Production 



Food 

Preparation 



Electrical 

System 

Service 



Room 
Service 



Filing 



Selling 



Planning 



Milk cows 



Prepare 
hamburger 



Trouble-^ 
shoots 
charging 
circuit 



Change 
bed V 
linens 



, Prepare 
'Correspon- 
dence file 



Close a 
sale , 



Plan seryice 

entrance 

i^equirements 



1. Move cow^ 
'into stall 

2. Clean 
^ udder 
'3. Place 

milker on - 
udder 
^. Purge 
system 
5. Etc.. 



1. Turn on 
gr^ill 

2. Fry 
hamburger 
pattie 

3. Heat roll 
U.Etc. ' . 



1. Check * 
resistance 
in circuit 

2. Checks 
voltage 
setting 

3. Checks 
amperage 
setting 
U.Etc. 



1. Re- 
move 
spiled 
linen 

2. Rot ate 
mattress 

3. R)si- " 
ti on ' 
clean 
sheet on 
bed • 

k .Tuck 
iM 

sheets - 



LLabel file 
folders' in 
alphabetical 
order 

2. ELace 
letters in 
order in 
file 

3. Etc. ' 



1. Check 
with cus- 
tomer 

2. Ring* up 
amourit 
J^Make 
change 
U.Fill out 
receipt * 
5.Etc." ' . 



li Calculate, 

lighting 
requirements 

2. Calculate 
no.^of indi- 
vidual 
appliance^ ' 
circuits . 

3. Figure 
total 
wattage 
'U.Etc, 
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LEARNING EXPEDIENCE IV— CIBECKLIST . , 

^ ... ' ' \ 

Directions : kead each qtlestion carefully and check the YEI^ of NO block to 
the right of it. * ^ 



Did you; ' ' • YES NO. 

1. Schedule date and time for the interview? • • , 

2. Establisli good personal relations with tfe^int^rviev/erj? \T\ m Fl 

3. - Ask only -pertinent (jLueStions? ^ p I 1 

4. Explain how the information would be' used? . 



0 



5. Listen to. interview-ee? 



V 



■ 0 . ■□ 



6. Take adeqtiate notes to obtain information needed? . / [ | J | 



7^ Maintain interview schedule? . 



□ □ 



* Axiceptable level of perFormance will be a "Yes" answer to all questions. 
If you have* aliswered "No" to any question, contact your resource person 
.for suggestions. ' \. 
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LEAEiNING EXPERIENCE y--aEIECKLIST 



\ Directions ; Read each question carefully and check the YES or NO block 
on right. ^ 



A CI 



Did you: . . " ^ YES NO 

1. Schedule date and time for the observation? . Q * Q 

s 2. Establish good relations with the person to be | | 

' observed? 

■ 'v.. ^ . . : . •■/' . : ' , _ ■ 

^ 3. Exp:|ain how the information being collected would - ' pi I I 
be used? ' ^ ' — ' 

; , Obserye all tasks performed by person being observed? [~j " 

* . - * . ■ 

' 5.. Take- adequate -notes to obtain information needed? [~] |~| 

, 5.* Maintain established observation schedule? 



d g 



* Acceptable level of perforioance.wlll be a "yes" answqr to all questions'. 
If you answered "No" to any question, contact your resour^ice person fOT- 
suggestions'. - ' / 
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LEARNING 'EXEERIMCE VI — EVALUATION FORM* 



"^^ *^».\ Do you believe making an occupational analysis will aid in your 
teaching? | ^ yes . Q 



no 



^ a. If yes*, vhy? 

^ ■ 

b* ;if no, why not? 

• * ■ . 

2. In your analysis, -"did you; YES NO 

a. Write 'brief, clear task statements? 

b. ' Identify all tasks for the phase of the occupation 

being analyzed? • 

c. Make 51 complete list of tocas and . equipment used In* j~j [ | 
completing the tasks?. - ^ 

d*. Identify the related information needed to perform | | 

each task? ^ ' 

e. Identify the frequency of performance of ^ach task? j 1 

''S. Indicate your degree of agreement with eacl% of the following statements 
by. circling the appropriate number.- s ' 

. \ \ 2 ' 3 5 , ^ 

Strongly .Agree Neutral Disagree Strongly 
Agree * Disagree 

YOUR 
SCORE 

a. The average vocational teacher has expertise in j 
every facet of the occupational ''area in which he 

t^ches. - q X 2 3 5 | | 

b. Occupational analysis is an essential part of * 

, , developing an effective! vocational prdgram. 1 2 3 5 \ 

iiiy kind of occupation -complicated enough »to 
* ' make instructioh neclssai^ should be analyzed ^^^.^ 

if it is to be taught. ' 1 2 3 5 [_| 

d. An occupational analysis can be made from a ' ' 

series of Job descriptions for a specific ' ^...^ 

•occupation. 1 2 3 5-- [~] 
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e. Information collected from supervisors, of 
employees in a specific occupation is the most 

^ vtfLuable' for e^nalysis purposes. 

.* < 

f. - Making a' list of tasks for a specific occupation 
*^ is an,"acadenic exercise" which has little 



application for instructional purposes. 

'g. An up-tp-date occupational analysis will make, 
instruction more relevant. 



12 3 k 3 

1 2 3 5 

12 3^3 
TOTAL SCORE 



NOTE: ; Score your answers' for Questipi^3 by using the key on the^ following page 

^ Acceptable level of performance will be a "Yes"' answer to all questions In 
Sections 1 and 2, and a total score of less than ih on Section 3. if you 
answered "No" to any question in Sections 1 and 2,- or scored- ik or above on 
Section 3, contact 'your resource person for suggest'ions before you proceed 
to Learning Experience Vll. ' 
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■ EVALUATION VCRM FOR lEARNING EXIERIENCE VI 

• ■ . ' , KEY PCSR ^QUESTION #3 > . - 

a. 12 3^ 5 * Score your answer according 

to the key. For exajnple, 
5 1^ 3 2 1 , if^^ii circled 1 in (a), 

score your answer as 3- 

•* ■ j 

t). r 2 - 3 1^ 5 

1 2 3 1^ 5 Key If you cirpled 1 in (Tj), 

score your answer as 1. 



c. -1 2 3 1^ 5 
1231+5 Key 

d. 1 2 3 1+ 5 

5 3 2. 1 Key 

e. 1 2 3 1+ 5 

5 ^ 3 ^ 1 Key 

f. 1 2 3 1+ 5 ^ 

5 U 3 -2 1 Key 

g. 1 2 3 h 3 

1 2 ^3 1+ 5 . Key 
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IF YOUR total' S.CORE IS 'pdURTEEN (ik) OR ABOVE, DISCUSS IT WITljH YOUR RESOURCE 

person: 

•r ' " ■ ' . ' 

IP YOUR TOTAL SCORE FALI5 BETWEEN 10 AND 'ih YOU HAVE SOME DOUBT ABOUT THE 
USE OP'OCCUPATIONAifMpALYSIS. . ' 

IP YOUR TOTAL SCORE IS 9 OR 10 YOU HAVE EXPRESSED FAITH JN THE USE OF THE 
AkALYSIS PROCESS. 

IP YOUR TOTAL SCORE IS 7 OR 8 YtiU HAVE TRULY BEEN CONVINCED. CONGRATULATIONS !• 
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